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Georgia Department of Human Resources 
Office of the Commissioner 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACC 
R E C O R D  WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATIO 

The Department of Human Resources, headed by the Commissioner, is responsible for the planning, 
organizing, directing, coordinating and controlling the delivery of services to the residents 
of the State of Georgia. Included are diagnosis and treatment of mental disorders; control of 
physical health programs; administration of public assistance programs, Federal food programs, 
and medical assistance programs; administration of the delivery systems for services directed 
to indigents, children and consumer information; administration of programs which enable the 
non-productive members of society (blind, physically and mentally handicapped) to function as 
productive members of society; administration of programs for the elderly; evaluation of 
programs of the Department and suggesting improvements in these programs; and supportive ser- 
vices. 
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cuments relating to planning, coordinating, reviewing and approving operating budgets for 
institutions and divisions which comprise the Department of Human Resources (including 

cluded are: See attached list -- also included are: 
OAS (6)-71 (Schedule I ---- Personnel Services Detail) , wbich~ gives  information as   to salaries 

aq to,operating expenses by quarter. . .  . .  

7 ~7," -~ i 

' .. 

; [  

I The file is arranged by fund code;.theyeuEd .- .. .: 
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ler numerical1 by:unit code, I : .  :,,, . .. I ATTACH SAMPLES OF THE FI& - 
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QUESTIONNAIRE ,YES N O '  

. -  1 . - ........................................................ 
13. Is t h i s  t he  Record Copy of t h e  series? [XI 1 t1 
14. Is there  a duplication of  t h i s  s e r i e s  i n  another o f f i c  

Budget Division, Office of Planning and Budget, has &gfi%:?%? [ X I  [ 1 

15. Is the information contained i n  t h i s  s e r i e s  ever summarized o r  published? x [ I  Attach CODV of summarv o r  uublication. OPB publishes information on f i n a l  approvei budgets 
16. Does the   series contain c l a s s i f i e d  informati0n;requiring secur i ty  handling? 

17. ~ Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency pol'icies and procedures? 

19. Is the  s e r i e s  ( o r  major portion of it) regular ly  microfilmed? If yes ,  why? [ 1 [ X I  

20. Does the  reeord s e r i e s  provide data as input t o  an EDP f i l e ?  [ X I  [ 7 
21. Does the  record series contain documentat'ion' produced as EDP : p i n t o u t ?  . ~ [ X ]  - [ 3 
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. , ~ 3.. . " '~ A l l  'activity- mu'st be 'funded through the approved .budget .. - 
18. Could the  function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? 

Although it  would be d i f f i c u l t  t o  obtain necessary information 

Records of s a l a r i e s  and operating budget matters 

Printout  i s  divided and sent  t o  various Divisions and Counties quarter ly  
22. Has the  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- . [ ] [ X] 

2-3.;.Will t he re  be a need f-or t hese  records 10,:15 years fr&  now?^ I f  y-es, what? -, - ' '  .... -[ ] - [XI.  
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]STATE b:[ ISTATWE OF ~' c..[ IfiUDIT 
LAW .~.:. I LIMITATION ': : '~ PERIOD ' LAW z.,: -- . DEC T SION VALUE . L . 

d.  [.]FEDERAL . e';  ADMINISTRATIVE - ; f .  [ ]HISTOR?CAIJ- . .  

- - P~ ~ - (Cite  Lm,~  statute,^ or other~l.eason for the. n : ! L . v t i i w i  rcip:remcitj  : . - 

. .  . Needed f o r  comparison i n  computing allotment r a t i o s  and fo r  audi t  r e f e r r a l  

25. AGENCY RECOMMENDATIONS. This  agency recommencls t h a t  the  f i l e  s e r i e s  be cu t  of f  a t - t h e  end 
of- egch -[]CALENDAR YEAR - k ] F I S C A L  YEAR -[]OTHER . .  . ~ . : - , t h e n : -  

. . . . . . . . .  . .  ,. - = .- . .  ... . . .  ~ ~ - .  . .  . .  
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[ ] Hold i n  the  current f i l e s  a rea  'month(s)/ year(s):  
[ 1. Transfer t o  [ 1 Sta t e  Records Center [ ] Local Holding Area; hold yea r ( s ) :  
[ ~] Destroy. 
[ ] Transfer Z-0. Sta t e  Archives- for- permabent re ten t ion .  
[ I Destroy immediately after cut-off. 

1 Other: (Specify) .. 
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 central Budget  and^ Division Budget F i l e s  - C u t  off  f i l e  a t  the end of each f i s c a l  year ;  hold 

ec t ion ,  Unit; and Act iv i t i e s  F i l e s  - Cut @ff f i i e  a t  the  end of each f i s c a l  year ;  hold i n  '' current f i l e s  area 2 years;  t hen  destroy. ~- ~~~~ 

Printout  - Weekly/Quarterly Expenditures vs A 1  
Personnel 'Office - Form OAS (6)-70 (Rev7-74 "Budget Summary", received from Budget Office- 

in current f i l e s  area 3 years; t ransfer  t o  S ta t e  Records Center, hold 2 years; then destroy. 

~I ~ .~ ~~. _ -  ~ c__ -~ -- ~~ - -~ . .  
tment by Budget - same re ten t ion  a s  budget f i l e s  i. 

i -.__- 
may be destroyed a s  soon a s  per t inent  information i s  recorded. 

are: 
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Georgia Department of Human Resources 
Office of the Comissioner 
Planning and Budget Unit - Room 506-S 
47 Trinity Avenue, S.. W. 
Atlanta, Georgia 30334 
Page 3 

Continuation 

10. projects. 
uniformly develop, interpret, manage, and provide assistance in the adminis- 
tration of the Department budget; provides information and maintains a listing 
of fiscal resources; and acts In the capacity of liaison with the Regional and 
National Offices of HEW on Federal fund projections. 

This Unit also provides a central authority in the Department to 



files may include, but are n o t  l imi ted  to: 

Working Papers such as: 
Draf ts ,  memorandums, correspondence, supporting material, cont rac ts ,  
expenditure r epor t s ,  personnel se rv ices  project ions,  appropriat ion 
r e g i s t e r s  and other documents r e l a t e d  t o  t h e  planning of the  
Departmental budget; 

Off ice  of Planning and Budget forms: 
Annual Operating Budget - Department Summary (OPB-Budget-1) 
Annual Operating Budget - Act iv i ty  o r  Budget Unit Detail (OPB-Budget-2) 
Annual Operating Budget - Schedule of Personal Services (OPB-Budget-3) 
Amendent t o  Annual Operating Budget- Budget Unit or Department 

Amended Sub-object Detail - Activi ty ,  Budget Unit or Department 

Quar te r ly  Allotment Request - Budget Unit  o r  Department Summary 

Quar te r ly  Allotment Request - Activities Summa* (OPB-Budget-11) 
Quar te r ly  Expenditure Report - Department Summary (Budget - 20) 
Quar te r ly  Expenditure Report - A c t i v i t i e s  Summary (Budget - 21) 

Surmnary (OPB-Budget-5) 

Summary (OPB-Budget-6) 

(OPB-Budge t-10) 

.I Quarterly Expenditure Report - Activi ty ,  Budget Unit or Departmental 

Capi ta l  Outlay Needs as Projected by t h e  Department - (Budget - 29) 
Zero Base Budget Request - Activi ty  o r  Department Sumnary (OPB-Budget-30) 
Zero Base Budget Request - Act iv i ty  Information Summary (OPB-Planning-40) 
Zero Base Budget Request - Act iv i ty  o r  Department Scb-Object Schedule 

Zero Base Budget Request - Activi ty  Personal Services Schedule (OPB-Budget-42) 
Zero Base Budget Request - Activi ty  or  Department Decision Package Ranking 

Zero B a s e  Budget Request - Decision Package (OPB-Budget-44) 
Request For Payment 011 Budget Allotment (BB-112); 

D e t a i l  (Budget - 22) 

(OPG-Sudget-41) 

(OPB-Budge t-43) 

Also Included: 
Governor's recommendations on t h e  proposed budget, Legis la t ive  changes 
t o  t h e  Governor's recommendations, P r i o r i t i e s  f o r  add i t iona l  state funding, 
Budget summaries and details, Five Year Financial  History of Federal  
Progrmas Requiring S t a t e  Funds, Gebrgia General Assembly appropriations 
bi l ls ,  Departmental Program Inventory, and S t a t e  of Georgia Budget Reports. 
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